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AUTOMATION 


Attinger, Monique L. 
Blurring the Lines: Are Document Management Software and Auto- 
mated Workflow the Same Thing? 
Because of the potential impacts of both information management 
technologies and workflow technology, it is becoming more and 
more difficult to understand where one stops and another begins. In 
this article, the author argues that the solution to information chal- 
lenges within our organizations is not as easy as simply installing a 
single software product. 
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Attinger, Monique L. 
Workflow: A Terminology Primer 
“Workflow” sounds like a new concept; in fact, it is not. This article 
demystifies the “technospeak” surrounding the concept of workflow, 
separates the old from the new, discusses what types of environ- 
ments are well-suited to automated workflow, and indicates why 
records managers should be interested in the first place. 
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Connelly, Jim, CRM 

Sargasso Sea of Records Management Software, The 

Selecting the right software to fit your records management program 

can be a frustrating experience. This article describes a possible 

methodology to follow. It begins with a review of your records pro- 

gram status, functions and goals. It further provides a brief history 

of software development, a categorization of products and finally 

suggests a way of developing and weighting your selection criteria. 
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Motz, Arlene A., Dr., CRM 
Why the Internet? 
In this article the author looks at the Internet and at the most pop- 
ular and usable feature of the Internet—the World Wide Web—and 
discusses how it can be a valuable asset to business and the role the 
records manager can play in the training and use of this valuable 
new information source. 
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Operating Systems and Computer Architectures 
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Planning for Disk Drive Disasters 
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Phillips, John T., Jr., CRM 
Software for Surveys 
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Shamir, Harry A. 
New Technologies for Records Management 
This article contains an overview of selected technologies in the in- 
formation and records management field. Covered are non- 
rewritable methods creating cards, sheets, active records, archival 
methods, and digital so-called “optical” methods such as CDs. Not 
covered are rewritable technologies. 
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DEVELOPMENT OF RECORDS MANAGEMENT 


Pemberton, J. Michael, Dr. 
US Federal Committees and Commissions and the Emergence of 
Records Management 
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Stephens, David O., CRM, CMC 
Records Management in the United Kingdom: Part II—Records 
Retention 
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DISASTER RECOVERY PROGRAM 


Pember, Margaret 
Information Disaster Planning: An Integral Component of Corporate 
Risk Management 
Information disaster planning should be an integral part of the risk 
management program of the whole organization. Loss in dollar 
terms is potentially as significant as loss for any other asset, and in 
reality is often more critical because information loss is so much 
harder to replace without careful proactive planning across the 
whole organization. 
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ELECTRONIC IMAGING—APPLICATIONS 


Zaben, Alan S. 
Optical Imaging Decision, The 
This irticle is a compilation of the author’s thoughts, ideas, and ex- 
periciices as a proponent, user, and manager of an optical disk 
imaging and retrieval system. 
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ELECTRONIC RECORDS MANAGEMENT 


Menkus, Belden 

Defining Electronic Records Management 

Electronic records management appears to have been rediscovered. 

Those records managers who get involved in it will discover that the 

world in which they now work will be very different—both profession- 

ally and personally. Yet the work to be done will conform closely to the 

conventional definition of records management over the past 40 years. 
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Richard J. Cox, Dr. 
Re-Defining Electronic Records Management 
In a January 1996 RMQ article, author Belden Menkus argued that 
the past quarter of a century has been a period of “inaction” with re- 
gard to electronic records management. This article responds to 
that argument, providing a different historical version of events 
and viewing the 25-year period as one of great activity and even 
some creativity. 
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FILING SYSTEMS 


Stephens, David O., CRM, CMC 
Records Management in the United Kingdom: Part III—English 
Registry Filing Systems 
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INFORMATION PROFESSIONS 


Pemberton, J. Michael, Dr. 
High (Professional) Anxiety? Image and Status in Records 
Management 
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Pemberton, J. Michael, Dr. 
Who Cares about Records Management? Social Relevance and 
Professional Standing 
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INFORMATION RETRIEVAL SYSTEMS 


Mark, Teri J., CRM 
Owens, Jane M. 
Comparing Apples to Oranges: Methods for Evaluating and Select- 
ing RM Software 
This article presents methods and tools for effectively evaluating 
records management software. While not reviewing specific prod- 
ucts, the authors present the necessary decision-making tools to 
winnow through descriptions of features and benefits to find the 
product that best meets an organization’s needs. 
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Why the Internet? 
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LEGAL & ETHICAL RESPONSIBILITIES 


Bolton, John, CRM 
Working with Freedom of Information and Protection of Privacy 
Legislation 
Access to information and protection of privacy are topical issues in 
the world of information management. This article provides an 
overview of the impact of the implementation of freedom of informa- 
tion and protection of privacy legislation on the state of records 
management in the Province of British Columbia. 
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Lemieux, Victoria 
Selling Information: What Records Managers Should Know 
As a result of the shift to an information-based economy, markets 
exist for organizations to sell their information by-products. This 
article outlines the opportunities and challenges relating to selling 
information, which records managers must know about if they are 
to serve as advisors on this emerging enterprise. 
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Montana, John, JD 
Lega! Issues in EDI 
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Legal Research for Records Managers 
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Records Retention Schedules in Court: The Pitfalls 
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Regulatory Acceptance of Optical Imaging 
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Stephens, David O., CRM, CMC 
Records Retention Provisions of International Tax Laws 
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MAIL MANAGEMENT 
Sanders, Robert L., Dr., CRM 


Document Distribution: The Neglected Link in the Life Cycle of Records 
Jan. 1996 Vol.30 No.1 Page 57 


MANAGEMENT 


Lemieux, Victoria 
Use of Total Quality Management in a Records Management 
Environment, The 
The University of the West Indies used a four-step Total Quality 
Management methodology to address serious operational problems 
in its Mona Campus Registry Filing Room. By following this pro- 
cess, the University overcame a number of challenges to achieve 
greater operational efficiency and improved customer service. 
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Pemberton, J. Michael, Dr. 
Professionals and Managers: A Study in Contradiction? 
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Penn, Ira A., CRM, CSP 

Avoiding a Records Management Nightmare 

What is the records management nightmare? It is having your pro- 

gram used as a “personnel dump.” In this article, the author looks 

at some ways to fend off this nightmare through active approaches 

to meeting management’s need to avoid organizational problems. 
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PROFESSIONAL ORGANIZATIONS 


Phillips, John T., Jr., CRM 
Chapter Information Officer (CIO) 
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RECORDS MANAGEMENT PROGRAM 


Barrese, Edward F., Dr. 

Resolution Trust Corporation at Sunset, The: Transferring a 

Records Management Function 

The Resolution Trust Corp. (RTC) Completion Act of 1993 estab- 

lished December 31, 1995, as the “sunset date” for the RTC and des- 

ignated the Federal Deposit Insurance Corp. (FDIC) as it successor 

agency. At sunset, the RTC transferred all its residual work to the 

FDIC. Managers for both corporations made changes that have re- 

sulted in a more efficient organization and more effective policies. 
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Boyd, Fraser 
Identifying Personal and Corporate Information Needs 
This article presents a somewhat pragmatic view of personal and 
corporate management of information. The author suggests that the 
big picture in records management is frequently, although not al- 
ways, the sum of the little pictures. The article also presents a re- 
definition of the words “information system” which challenges us to 
think about information as a commodity with wide use. 
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Sanders, Robert L., Dr., CRM 
Learning to Say Good-bye: When the Records Manager Turns 51 
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RECORDS MANAGEMENT PROGRAM—CONTROLLING 


Brumm, Eugenia K., Dr. 

Marriage of Quality Standards and Records Management, The 
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Lemieux, Victoria 
Use of Total Quality Management in a Records Management 
Environment, The 
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Sanders, Robert L., Dr., CRM 
EXCEPTIONS: Why to Avoid Them and How to Live with Those We 
Can’t Avoid 
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RECORDS MANAGEMENT PROGRAM—DIRECTING 


Penn, Ira A., CRM, CSP 
Wanted: Records Manager—No Experience Necessary 
In this article the author “dissects” a vacancy announcement from a 
large North American state university seeking a records manager. 
Anyone who has ever applied for a records management position 
will find the analysis poignant—and amusing. 
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Sanders, Robert L., Dr., CRM 
Escape from the Responsibility Trap 
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RETENTION SCHEDULES 


Stephens, David O., CRM, CMC 
Records Management in the United Kingdom: Part II—Records 
Retention 
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STANDARDS 


Brumm, Eugenia K., Dr. 
Marriage of Quality Standards and Records Management, The 
This article focuses on the critical importance of ISO 9000 stan- 
dards to the records management profession. It briefly describes the 
standards, defines the quality operations included in the standards, 
and emphasizes the benefits that can accrue te records managers in 
a broader context by educating themselves about international 
quality standards. 
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Stephens, David O., CRM, CMC 
Roberts, David 
From Australia: The World’s First National Standard for Records 
Management 
In February 1996 Australia issued the first national records man- 
agement standard. In this article the authors explain the provisions 
of the standard and its importance and make rec dations for 
a similar effort in North America. 
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Stephens, David O., CRM, CMC 
ISO 9000 and International Records Management 
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Van Houten, Gerry 
ISO Document Tidal Wave, The 
Coming in rapid succession of each other, a flurry of activities in the 
area of total quality management emphasizes the growing impor- 
tance of international standards in business operations and activi- 
ties. Systematic document control is therefore an integral part of 
business efforts to meet their quality system commitments, a con- 
trol which can be facilitated by automation. Professionalism in doc- 
ument and information management is necessary. 
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